SO GD&DT NINH BINH CONG HOA XA HQOI CHU NGHIA VIET NAM
TRUONG THPT LY NHAN TONG Péc 1ap - Tw do - Hanh phiic

Sb: 328/QD-THPTLNT

Tan Minh, ngay 28 thang 8 nam 2026

QUYET PINH
Ve viéc phan cong nhiém vu doi véi can by quan ly, giao vién, nhan vién
nam hoc 2026 - 2027

HIEU TRUONG TRUONG THPT LY NHAN TONG

Can cir Théng tie s6 15/2026/TT- BGDDT ngay 24/3/2026 cua Bo truong Bo Gido duc
va Pdo tao ban hanh Diéu 1é truong tzeu hoc, truong trung hoc co s, truong trung hoc pho
théng va trieong pho théng cé nhiéu cdp hoc;

Can cir Thong tu 56 05/2025/T T-BGDDT ngay 07/3/2025 cua Bo truong Bo Gido duc va
Dao tao quy dinh ché do lam viéc doi voi gido vién pho thong, duw bi dai hoc;

Can cir tinh hinh doi ngii va yéu cau thiee hién nhiém vu nam hoc 2026 — 2027.
Xét dé nghi ciia cdc Té truedng t6 chuyén mén, Té treong To Vin phong.

QUYET PINH:
Piéu 1. Phan cong nhiém vy ddi voi can bd quan 1y, gido vién, nhan vién Truong
THPT Ly Nhan Tong nam hoc 2026 - 2027 theo bang phan cong kém theo Quyét dinh nay.
Piéu 2. Can bo quan ly, gido vién, nhan vién truong THPT Ly Nhan Tong can ctr vao
n}}iém vu cu thé dugc phan cong cé trach nhi€ém xay dung ké hoach, trién khai va thuc hi¢n
ké hoach cho phu hgp voi dac thu cong viéc dugce giao.

Dleu 3. Quyét dinh c6 hiéu lyc ke tir ngay ky. Cac ong (ba) trong tap thé lanh dao nha
truong, t6 trudng cac t6 chuyen mon, t6 truong t6 vin phong va cac ca nhan c¢o tén tai Diéu
1 chju trach nhiém thi hanh quyét dinh nay./.

Noi nhan:

- Phong T4 chire cén bo (dé bao cao);

- Lanh dao nha truong (dé chi dao va thuc hién);
- Cac t6 chirc, c4 nhén lién quan (dé thyc hién);
- Website;

- Luu: VT,VP.




| 1én, nhan vién trweong THPT Ly Nhan Tong
oL 2026 —2027

1. Lanh dao nha truong

- Hi¢u trudéng: Quan ly chung; cong tac t6 chirc can bg; cong tac tai chinh; cong tac
dbi ‘ngoai; cong tac danh gia, x€p loai; cong tac thi dua khen thuong, ky luat; xay dung
chién lugc phat trién nha truong, xay dung va trién khai quy ché, quy tic, ké hoach trong
nha truong theo thAm quyén; giang day va sinh hoat chuyén mén theo quy dinh.

- Phé Hiéu trwéng: Diéu hanh coéng viéc dugc hiéu truong phan cong phu trach hodc
ty quyén; quan 1y cong tic chuyén mon; quan 1y co s& vat chat; quan Iy hoat dong ngoai
khoéa; cong tac kiém tra ndi bo; cong tac hoc sinh, an ninh trat ty, an toan truong hoc, vé¢
sinh moi truong; giang day va sinh hoat chuyén mon theo quy dinh; thuc hién cac nhiém vu
khéc khi dugc phan cong.

2. T6 trwéng/T6 phé chuyén mén/Nhém trwéng chuyén méon

- Quan Iy diéu hanh hoat dong cta to/nhém chuyén mén; tham gia xay dung ké hoach
giao duc nha truong va gido duc mén hoc, tham gia phan cong chuyén mon; tham muu Hi¢u
truong vé cac ndi dung chuyén mén thudc linh vuc cia té/nhom, dé xuat cac chi tiéu, nhiém
vu va giai phap chuyén mon cta té/nhdém, té chirc trién khai ké hoach sau khi duoc Hiéu
truong phé duyét;

- Theo ddi vi¢c thuc hién chuong trinh, tién do day hoc; td chuc trao doi, théng nhét
n6i dung chuyén mén; diéu hanh sinh hoat t6/nhém chuyén mon; phat hién kho khin, vudng
mic va bao cao Hiéu trudng dé giai quyét; xdy dung ndi dung sinh hoat to/nhém, chi tri hop
td/nhom; to chirc nghién ctru chuong trinh, sach gido khoa, tai li¢u; td chirc trao ddi vé
phuong phap day hoc, kiém tra danh gi4, ing dung CNTT va chuyén doi sd; phén tich két
qua hoc tip cua hoc sinh; thao luan giai phap ning cao chét luong; t6 chirc nghién ctru bai
hoc, du gio, rut kinh nghiém; tham gia danh gia xép loai giao vién; sinh hoat td/nhom it
nhit 01 1an trong 02 tudn va thuc hién cic nhiém vy khac khi dugc phan cong.

3. Thu ky

Gitp Lanh dao nha trudng chuin bi chuong trinh, ndi dung, tai liéu va cac didu kién
phuc vu hoat dong cua lanh dao nha truong; ghi bién ban cac cudc hop; téng hop ¥ ¥y kién cta
thanh vién; tong hop cong tac thi dua khen thuong, hoan thién bién ban, bao cdo, két luan va
cac tai liéu theo chi dao cua lanh dao nha truong; quan ly, luu trir ho so, tai liéu; theo doi,
téng hop tinh hinh thyuc hién céac két luan, kién nghi; thyc hién cac nhiém vu khac do Hi¢u
truong phan cong.

4. Giao vién

Thuc hién nhiém vu giang day va gido duc; quan 1y va gido duc hoc sinh; kiém tra,
danh gia hoc sinh; phéi hop véi cha me hoc sinh; tham gia sinh hoat t6/nhom chuyén mén;
tu hoc, tu boi dudng va phat trién chuyén moén; tham gia cic hoat dong chung cua nha

truong; thuc hién quy dinh vé dao duc nha gido; thuc hién hd so va ché dd bao cdo; thuc
hién céc nhi¢ém vy khac do Hi€u truéng phan cong.



5. Nhan vién

Thuc hién déy da, dung thoi han cac nhiém vu theo vi tri viée lam duoc Hi¢u trudng
phan cong; Chu dong tham muu, dé xuit v6i Hiéu céc gidi phap thudc linh vyc duoc giao;
chju trach nhiém vé chat luong, tién do va tinh chinh xac cua cong viéc duoc phan cong;
phéi hop véi cac t6 chuyén mon, to van phong, gido vién, gido vién chi nhiém, Poan Thanh
nién va cac bd phan lién quan dé thuc hién nhiém vu gido duc cua nha truong; tham gia cac
cudc hop, sinh hoat, tip hudn, boi dudng chuyén mon, nghiép vu va cac hoat dong chung
cua nha truong theo yéu cau va phan cong; thuc hi¢n cac nhiém vu khac do Hiéu truéng
phan cong.

5. Bang phan cong nhiém vu

STT Ho va tén GV Nhiém vu nam hgc 2026-2027 Ghi chu
1 | Bui Nhu Toan Hi¢u trudng; Phu trach chung.
X Pho hiéu trudng; Phu trach chuyén mon,
2 | D6 Canh Duong phu trach CSVC, hoat dong ngoai khoa.
C TTCM; NTCM; Gido vién Ngit van; Day
3 | Pham Thi Quynh d6i tuyén HSG 12.
4 | Nguyén Thi Hién Gido vién Ngtr van; GVCN
\ ea g TKHD; TPCM; Gido vién Ngir van;
5 | bao Thi Dicu Linh GVCN; Huéng din HS dy thi KHKT.
6 | L& Thi Thanh Huyén G}go vién Ngu: van; GVCN; Nhom truong
ndi dung Giao duc dia phuong
Nguyén Thi Thao Gi4o vién Ngit vin; GVCN
Nguyén Thi Hoa Gio vién Ngir vian; GVCN
Nguyén Thi Thu Ha Gido vién Ngit van; GVCN HDPLDb
10 | Pham Thi Thu Hang Gido vién Ngit van HDPLD
11 | Bui Thi Lan NTCM; Gi4o vién Tiéng Anh
: . Gi4o vién Tiéng Anh; GVCN; Huéng dan
12 | PBinh Thi Lan Anh hoc sinh thi IOE.
x R Giao vién Tiéng Anh; GVCN; Day doi
13 | Nguyen Thi Giang tuyén HSG 12.
e Trd Gi4o vién Tiéng Anh; GVCN; Day doi
14| Vi Thi Hang tuyén HSG Tai ning Tiéng anh.
15 | Pao Thi Thanh Hién Gi4o vién Tiéng Anh
16 | Nguyén Trang Ngan Gi4o vién Tiéng Anh HDPLDb
R NTCM; Giao vién Lich su; GVCN; Huong
17" Neb Thi Oanh din hoc sinh dy thi STEM.
18 | Pham Thi My Giao vién Lich sur
19 | Nguyén Thi Hué Gi4o vién Lich sir; Day doi tuyén HSG 12
20 | Nguyén Thi Phuong Loan | NTCM; Gido vién Dia li; Day doi tuyén




HSG 12

Gido vién Dia li; GVCN; Truong ban

21 | Tran Thi Thanh Nhiam A o
truyén thong
22 | Truong Thi Thoa Gido vién Dia li
o NTCM; Giao vién GDKT&PL; Day doi
23 | Pham Thi Chinh tuyén HSG 12,
24 | Lé Thi Hang Gi4o vién GDKT&PL; GVCN
25 | Pham Thi Huong Giao vién Toan; GVCN
26 | Bui L¢ Quyén NTCM, Gido vién Toan; GVCN
27 | Vi Thi Hai Yén Gido vién Toan; Day doéi tuyén HSG 12
28 | Nguyén Thi Thu Hang Gido vién Toan
29 | Nguyén Thi Nga Gi4o vién Toan; GVCN HDLD
30 | Nguyén Thi Kiéu Trang Gido vién Toan HDLD
x A . Gi4o vién Toan; Day d6i tuyén Toan bang
31 | Nguyeén Xuan Quynh Tiéng Anh HDPLDb
NTCM; Gido vién Tin hoc; Day doi tuyén
L HSG 12; Day déi tuyén Todn bang Tiéng
32 | Pham Thuy Linh Al:lh; Phu tréch co s¢ dit liéu nganh; Phan
mém cong chure, vién chic.
33 | Trén Van Vinh Gido vién GDTC
, . BTDT; NTCM (GDTC&QPAN); Giao vién
34 | Pham Duc Minh GDTC, QPAN.
35 | Nguyén Manh Linh Gi4o vién GDTC; Day doi tuyén HSG 12
. o Gido vién GDTC; GDQP&AN; Day doéi
36 | Hoang Thi Minh tuyén HSG QPAN.,
37 | Pham Huong Giang Gido vien GDQP&AN
A L A TPCM; NTCM; Gido vién Vat li, Trudng
38 | Ngo6 Khac Tam ban CNTT
g Gido vién Vat li; GVCN; Day d¢i tuyén Vat
39 | Pham Thi Tuyet ly bﬁng Tiéng Anh.
40 | Nguyén Thi Hién Gi4o vién Vit li; GVCN
SR Gido vién Vat li; GVCN; Day doi tuyén
41 | Phan Thi Quynh Nhu HSG 12.
x . TTCM; Gido vién Hoa hoc, GVCN; Day
42 | Nguyen Thi Tho d6i tuyén Héa hoc bang Tiéng Anh.
x ) NTCM, Giéo vién Hoéa hoc; GVCN; Hudng
43| Nguyén Thi Phugng d&n hoc sinh du thi Khoi nghiép.
x ) Gido vién Hoéa hoc; GVCN; Day doi tuyén
44 | Nguyen Thi Hoc HSG 12
45 | Tran Thi Nhan Gi4o vién Sinh hoc; Day d6i tuyén HSG 12.




NTCM, Giéo vién Sinh hoc; GVCN; Day

46 | Nguyén Thi Phuong d6i tuyén Sinh hoc bang Tiéng Anh

47 | Nguyén Thi Hong Xiém NTCM (Coéng nghé); Gido vién Cong nghé
48 | Nguyén Thi Kim Ei.]e?nTgf;l;l;gI\ngﬁlé\/[ (Hoat dong TNHN); Gido
49 | Nguyén Thi Loan TTVP, Nhan vién Y té, nhan vién Tu van
50 | Ngo Thi Ngodn Nhan vién ké toan

51 | B Thi Tuyét Minh Nhén vién van thu, thi quy

52 | Pham Thi Kiéu Chinh Nhan vién thiét bi, cong nghé thong tin

53 | Vi Thi Thu Trang Nhan vién thu vién, gidao vu

54 | Nguyén Vin Qué Nhan vién bao vé

55 | Nguyén Puc Phong Nhan vién bao vé

56 | PO Van Xuan Nhan vién coi xe hoc sinh

57 | Tran Thi Ly Nhén vién phuc vu

Danh sach co 57 nguoi./.




6. Biang phén cong chuyén mdn, nhiém vu theo khéi 16p nim hoc 2026-2027 (35 tuin hoc)

So Lép day 2 .
s oA A . A o o . Tong so
STT Ho va tén GV Moén 16p i i i Kiém nhiém, nhiém vu khac it/tud
Khéi 10 Khéi 11 Khéi 12 tiét/tuan
day
N ST 213t meA -
1 | P& Canh Duong TNHN 4 A3 A4ILASITAG! ggo hi¢u truéng'>, Tiét theo chit 17
2 Pham Thi Quynh Ngir van 3 A23t AT AS6 TTCM?3; Day HSG 12 17
4t 2t
Neit vin ; ALY AL ASH Eﬁ Il( lTAS , TKHD*, TPCM, HD
3 Dbao Thi Diéu Linh 17
TNHN 1 A5l Tiét sinh hoat 16p
N . Ngit vin 3 A3t AGH A4St CN 11A6%
4 Nguyen Thi Hién . 17
TNHN 1 A6t Tiét sinh hoat 16p
. Ngir van 3 ATH ABM A4t CN 10A74
5 Lé Thi Thanh Huyén . 17
TNHN 1 AT Tiét sinh hoat 16p
Ngir van 2 A2 ATO CN 12A74
6 Nguyén Thi Thao TNHN 1 AT Tiét sinh hoat 16p 17
GDDP 3 A7l A2l AT Day GDPP 12 tuén dau ky I
Ngitr van 2 A3, A6 CN 12A6*
. P 17
7 Nguyén Thi Hoa TNHN 1 A6t Tiét sinh hoat 16p
GDDP 3 A6t A3l A6l Day GDPP 12 tuén dau ky I
N Ngir van 3 A5% AGM, ATH CN 11A74
8 Nguyén Thi Thu Ha - 17
TNHN 1 AT Tiét sinh hoat 16p
Ngir van 3 A2 A33 A44 Phu trach Cau lac b
9 Pham Thi Thu Héng A1t A21t A3l A1l A2t A3t . . 17
GDDP 13 A1l A4 A5 Day GDDP 12 tuan dau ky I1
A4l ASTL A6, AT A4lt ST AT :
10 | Bui Thi Lan Tiéng Anh 5 A3 ASH A2 AG, AT 17
Tiéng Anh 4 A3 A6 A33 AT CN 10A6*, HD IOE
11 Pinh Thi Lan Anh - 17
TNHN 1 A6t Tiét sinh hoat 16p
12 | Nguyén Thi Giang Tiéng Anh 3 A6 A13 A5 CN 12A5%, Day HSG 12 17




TNHN 1 A5l Tiét theo chuyén dé
TNHN 1 A5l Tiét sinh hoat 16p
Tiéng Anh 3 A5 A3t A4t CN 12A3*, Day HSG Tai niing TA
13 | Vii Thi Hing TNHN 1 A3l Tiét theo chuyén dé 17
TNHN 1 A3l Tiét sinh hoat 16p
. Tiéng Anh 5 A7, A8 A3, A23t A43
14 | Pao Thi Thanh Hién - ; 17
TNHN 2 AT, A8} Tiét theo chuyén dé
Tiéng Anh 2 Al3 A3
It It 1t 1t . .
) TNHN 9 Al A2 A3 Agie | AT A2 B A0 gt theo chuyen ad
15 | Nguyen Trang Ngan 17
, , Tiét dwéi cd_Céc chir dé khdi 10
THHN Ca khbi Ca khbi cac thang 9,10,11,12; Khéi 11 cac
thang 01,02,3,4, 5
Lich sir 5 A5t ALLSt AQLSE A745t | CN 10A5%, HD STEM
1t sRe e I
16 | Ngb Thi Oanh TNHN 1 AS Tiet sinh hoat 16p 17
1t 1t 1t 1t N .
GDDbP 6 AT, 12361;, /Z‘;I; ASY Day GDDP 9 tuin dau ky I
A31.5l A41A51 A62.5t
Lich Su 8 ’ ? A51A515 A61A5t’ A725t
A71,5t A82.5t
17 Pham Thi My ’ 17
1t 1t 1t It . .
GDDP 8 ilyi f@; ‘2371; ‘2‘;1; Day GDPP 9 tuin diu ky I
. ) Al 1A5t’ A21.5t A3145t’ A41.51, A51'5‘,
. Lich sir 8 A315t AdLS A6 Day HSG 12
18 | Nguyen Thi Hué 17
It 1t 1t 1t . .
GDDbP 8 A2t Al N 5‘?[’2 N 6",*23 A’7"ﬁ4 > | Day GDPP 9 tuin dau ky I
19 | Nguyén Thi Minh Lich str 2 A1, A1 Hop dong theo tiét 3
~ Dia li 5 Ad2 ASH A%, AGY, AT Day HSG 12 (Bay tuan dau day l6p
5o | Neuyén Thi Phuong 11A6, 11A7 cho Thoa) ;
: 7
Loan 1t 1t 1t 1t . B
GDDbP 7 Al A’S"iz N $3 A’ﬁf‘ ’ Day GDDP 9 tuin cudi ky I
21 | TrAn Thi Thanh Nham Pia li 3 A5 AT AS CN 10A8" (Bdy tuan dau day 17

10A4, 10A6 (Diali) va 3 16p THHN




cho Thoa)

GDbP

ALl A21t A3 A4lL

Day GDDP 9 tuin cudi ky I

ASI‘, A6“, A7t
TNHN 1 A8t Tiét sinh hoat 16p
Tiét du6i co_Cac chi dé khéi 10
TNHN Cakhdi 10 cac thang 01,02,3,4, 5
Phu trach Cau lac bo
. Ra lam viéc tir 01/11/2026, nudi
. 2t 2t 3t 2t ¢ ' . H
bia li 4 A4, A6 A6, AT con nhé (14 tiét/tudn)
1 1t 1t 1t 1t N .
22 | Truong Thi Thoa GDDP 8 121511’[22611,2;1{ 1’:;‘1; Day GDDP 9 tun cubi ky I 14
TNHN 3 A5t A6 AT Tiét theo chuyén dé
17
g Day HSG 12
23 | Pham Thi Chinh GDKT&PL 7 A5, AG%, AT, A8l A42 A5 AGH AT : Thura 34
Ky II day 10A8 i
tiét/nam
CN 11A4%
. GDKT&PL 6 A43 A8l A43, AS2 A6, AT . 17
24 | Lé Thi Hang Ky I'day 10A8 Thira 36
TNHN 1 A4t Tiét sinh hoat 16p tiet/nam
Toén 3 A3t A3 A36t CN 10A1%
25 Pham Thi Huong - 17
TNHN 1 Allt Tiét sinh hoat 16p
Toén 2 A28t AGSt CN 12A2%
26 | Bui Lé Quyén - 17
TNHN 1 A2t Tiét sinh hoat 16p
27 | Vii Thi Hai Yén Toén 4 A2 AT A6, AT75 Day HSG 12 17
28 | Nguyén Thi Thu Hang Toan 4 A3 A%, ATH A48 17
. Toén 3 Ad3t A5} A58 CN 10A4*
29 | Nguyén Thi Nga . 17
TNHN 1 A4t Tiét sinh hoat 16p
. . Toén 4 A6* A2% A4 A5H
30 | Nguyén Thi Kiéu Trang 17
CD Toan 1 A2t
. Toan 2 A3 Al HSG Toan=TA
31 | Nguyén Xuan Quynh 17
CD Toan 5 ALl A4l A5 AT A3t Phu trich Céu lac by




TNHN 2 Al A1t Tiét theo chuyén dé
Tin hoc 8 A2 A2 A3 A2 A2 A3 Al AD2 Day HSG 12, HSG Tin=TA
32 Pham Thuy Linh 1t 1t It It . B 17
GDBP 8 1151;, VLTI Day GDDP 5 tudn cudi ky II
. 2t 2t 2t 2t
33 | Trin Vén Vinh GDTC 9 Al ;A;z N 6’;3 A’7";4 ’ A2%, A5l Ky 1 day 1245 17
GDTC 2 INEWV2 BTD'2, Tir 01/10/2026 day QPAN 17
34 | Pham Burc Minh , . L. Thira 18
TNHN Ca khdi 12 Tiét dwéi co_Cac chi dé khéi 12 ti&t/mam
- 2 A32 A42 A5t | Day HSG TDTT
35 | Nguyén Manh Linh GDTC 9 A3, A5 A6 Al% A3 ) Ad 2; ASY n 17
A6, A7 Ky II day 12AS
GDTC 3 A4 AT AR (ll):yy SSSNQPAN’ i Olr2026 17
36 | Hoang Thi Minh P - Thira 17
OPAN S All, AzA,Szlxt3 , A4l tiét/nam
1t 1t 1t 1t 1t 1t 1t 1t ,
37 | Pham Huong Giang GDQPAN | 17 ilslg’ f@{ fw;’ A A’S‘ff A’éﬁ? o AGY, AT Nghi ché @ tir 01/10/2026 17
17
38 | Ngo Khéc Tam Vat i 5 A3, A42 AR A% A3 TPCM!t Thira 35
tiét/nam
10 | Pham Thi Tuvd Vit li 5 A%, A3 A4 A%, AT CN 11A3%, HSG Ly=TA '
am Thi Tuyét "
TNHN 1 A3t Tiét sinh hoat 16p
. . Vat li 5 AL, A2% A5 A6 ATH CN 10A24
40 | Nguyéen Thi Hien - 17
TNHN 1 A2t Tiét sinh hoat 16p
41| Phan Thi Quynh Nb Vit li 4 A2, A6 AL, A4 CN 11A2%, Day HSG 12 '
an Thi Quyn u .
TNHN 1 A2't Tiét sinh hoat 16p
42 | Bui Nhu Toan Hod hoc 1 A3 Hiéu truéng'>t 17
3t 4t
. Hoéa hoc 3 A3 INEWVE TTCM®, CNTIATS, HSG
43 | Nguyén Thi Tho Hoa=TA 17
TNHN 1 Allt Tiét sinh hoat 16p
44 | Nguyén Thi Phuong Hoéa hoc 4 Al A3 A4S A5 CN 12A4%, HD Khéi nghiép 17




TNHN A4t Tiét sinh hoat 16p
N Hoéa hoc A3 Al A2% CN 12A1%, Day HSG 12
45 | Nguyen Thi Hoc - 17
TNHN Allt Tiét sinh hoat 16p
. . Day HSG 12
46 | Tran Thi Nhan Sinh hoc A2 A2 AT A33 A45 A6 AT : 17
Ky I day 10A7
CN 10A3%, HSG Sinh=TA
i Sinh hoc A3, AT AT2, A22, A3%, A5 ‘ m 17
47 | Nguyén Thi Phuong Ky Il day 10A7 Thira 35
TNHN A3l Tiét sinh hoat 16p tiet/nam
N . Cong nghé A5 A6, AT A4 A6, AT A3, A5
Nguyen Thi Hong
48 Xia A1l A2t A3l A4lt . i 17
em GDbP A st A 6. ATt Day GDDP 5 tuan cudi ky IT
Cong nghé A4 A8 A5 A12 A2 Phé BTD*
i GDBP A1l A1 AL A4l 17
49 Nguyén Thi Kim A5 A6 ATH Thtra 24
A N . L X 1y A. tiét/nam
THNH Cé khéi 11 Tiet dudi co_Cac chu de khoi 11

cac thang 9,10,11,12

Ghi chu:

- Nhém chuyén mon GDTC, GDOPAN khi dong chi Pham Hiwong Giang nghi ché dé dong chi Hoang Thi Minh day 18 16p QPAN, dong chi: Pham Pire Minh day 4 l6p
QOPAN va nha truong Hop dong gido vien GDTC day 5 lop.

- Hop dong ca nam 02 GV Ngit van,; 03 GV Todn; 01 GV Tiéng Anh. Hop déng theo tiét 01 GV Lich sit va 02 GV GDTC.

- Phan cong chuyén mén co thé thay doi khi co su bién dong vé giao vién.




7. Bang phan cong nhiém vu theo vi tri viéc lam ctia nhan vién nim hgc 2026-2027
STT Ho va tén Vi tri, viéc lam Nhiém vu chinh dwgc phan cong

- T6 trwéng Vin phong
+ Tham muu cho Hiéu truéng vé cong tac hanh chinh, van thu, luu trit, quan tri, co
s& vat chat va cac hoat dong phuc vu quan 1y nha truong.
+ Xay dung ké hoach hoat dong ctia TS Vin phong theo nim hoc, hoc ky, thang va to
chtrc thuc hién sau khi dugc Hiéu trudng phé duyét.
+ Phan cong, diéu phdi cong viéc trong to phi hop véi vi tri viée 1am, chirc danh nghé
nghi¢p va nang luc cua tirng nhan vién.
+ Theo dbi, kiém tra, d6n dbc tién d6 thuc hién nhiém vu cta cac thanh vién trong t6.
+ Chu tri cac cudc hop ctia T Vin phong; tong hop tinh hinh, bao cédo Hiéu trudng.
+ Phéi hop voi cac t6 chuyén mon, gido vién cht nhiém, Poan Thanh nién va cac bo
phan khac dé bao dam hoat dong chung cua nha truong.
+ Thyc hién ché d6 bao cdo dinh ky, dot xuét theo yéu cau cua Hiéu truong.
- Cong tac Y té hoc duong:

N To truong Vén,phéng, + So cuu, cép ctru ban dau cho hoc sinh va céan bd, giao vién khi gap su cb stre khoe

I | Nguyén Thi Loan | Nhan vién Y te, tu tai truong.

van hoc duong

+ Quan ly phong y té, t thudc, vat tu y t&; lap ké hoach mua sam thudc/thiét bi y té
ban dau.

+ T6 chirc kham stc khoe dinh ky cho hoc sinh; theo ddi, quan 1y hd so stre khoe hoc
sinh.

+ Tuyén truyén phong chong dich bénh, dam bao an toan vé sinh thyc pham va vé
sinh truong hoc.

+ Tuyén truyén va phdi hop lam thi tuyc BHYT bt budc cho hoc sinh.

+ Phéi hop véi trung tim Y té x4 Tan Minh dé xur 1y khi gip su ¢b strc khoe cho can
bd, gido vién, nhan vién, hoc sinh trong truong.

- Cong tac Tw van hoc dudng:

+ Nim bat tam 1y, phéi hop to chirc cac hoat dong tham van, tu van tdm 1y hoc duong
cho hoc sinh.

+ HO trg giai quyét cac vudng mac tim ly, khing hoang tudi hoc tro, phong chéng
bao luc hoc duong.




- Lap du toan, téng hop du toan thu - chi ngan sdch hang nam; thuc hi¢n hach toan,
ké toan ban dau theo dang Luat Ké toan va cac vin ban hudng din hién hanh.

- Lap va chi tra luong, cac khoan phu cép, bao hiém (BHXH, BHYT, BHTN) cho can
bo, gido vién, nhan vién theo ding quy dinh.

- Phéi hop véi Van thu/Tha quy thuc hién thu - chi, thanh quyét toan cac ngudn kinh
phi ngéan sach va phi ngan sach (hoc phi, cac khoan thu tu nguy¢n, tai trg...) dang quy

Ng6é Thi Ngoan Nhén vién Ké toan dinh.
- Quan 1y tai san cong, phdi hop voi bo phan Quan tri cong so to chire kiém ké, danh
gia tai san dinh ky hang nam.
- Thyuc hién cong khgi tai chinh, 1ap bao cdo tai chinh, bdo cdo quyét toan trinh Hiéu
trudng va co quan cap trén theo dinh ky.
- Luu trit bao quan hd so, ching tir ké toan theo dung quy dinh bao mat va luu trit.
- Cong tac Thu vién:
+ Quan ly, bdo quan hé théng sach, bao, tap chi, tai liéu tham khao va thiét bi thu
vién.
+ Lap ké hoach bd sung sach, hoc li€u; td chirc phuc vu doc, muogn/tra sach cho giao
vién va hoc sinh.
+ Déy manh phat trién van hoa doc, huéng dan khai thac thu vién s6/thu vién dién ti.
Vii Thi Thu Trang | oan vién Thuvién, | - Cong tic Gido va: L , ,
g1ao vu + Quan ly, cap nhat dir li¢u hoc tap, di€m so, hoc ba dién tir trén HE thong co so dir
liéu nganh/mang gido duc.
+ Quan ly s6 diém, §6 dau bai, ho so xet t6t nghiép, cong tac qtuyéon sinh dau cip,
chuyén truong, chuyén 16p, danh gia kiém tra lai trong he, chuyén déi mon hoc theo
chi dao cuia Lanh dao nha truong.
+ Quén ly, cap phat bang t6t nghiép, ching nhan hoc tap, hd so hoc sinh theo quy
dinh.
- Cong tac Van thu:
D3 Thi Tuyét Nhén vién Van thu, ;;‘Tié'pqnhém‘, dér‘lg k}'l,’ XU 15/7 Vﬁp béfl' dén va di trén h¢ thong quan 1y van ban diéu
Minh thit qu§ anh cta nha truong dung, du, kip thoi.

+ Quan 1y, st dung con déu, thiét bj luu khoa bi mat (chit ky sd) cta nha trudng theo
dang quy dinh phap luat.




+‘Quén ly hd so V?ln thu luu trir, bi mat nha nudc, phé bién phap luat, hd so tu phap,
ho6 so vién chirc, ho so thi dua.

+ Soan thao mot s6 van ban hanh chinh thong thuong; 1ap danh muc ho so va ndp luu
hoé so vao luu trir co quan.

+ Thuc hién cong tac théng ké, bdo c4o cong viéc hanh chinh dinh ky.

+ Chuén bj tai liéu, tranh tri khanh tiét cho hoi nghi, ngay L&.

- Cong tac Thua quy:

+ Quan 1y quy tién mit cia nha trudng; thue hién viéc thu - chi tién mit cin ctr trén
chung tr hop 1¢ da dugc Hi¢u trudng va Ké toan ky duyét.

+ Mo s6 quy, ghi chép day du, ddi chiéu tién mit ton quy hang ngay/hang thang véi
Keé toan.

Pham Thi Kiéu
Chinh

Nhén vién Quan tri
cong s0, thiét bi

- Cong tac Quan tri cong s6:

+ Theo ddi, quan ly toan bd co sé vat chét, hé théng dién, nudc, cay xanh, v¢ sinh
moi trudng trong toan trudng.

+ Thuong xuyén kiém tra, lap ké hoach béo tri, sira chita nho céac thiét bi, dd dung,
cong trinh nha truong.

+ Chuén bi co s& vat chét, trang am, ho1 truong phuc vu cho cac 18 hoi, hoi nghi, hoat
dong chung cia nha truong.

+ Quén Iy phan mém Edu.vn; phan mém thi tuyén sinh, thi tt nghip, thi khao sat,
ki€ém tra danh gia dinh ky.

- Cong tac Thiét bi:

+ Quan 1y, bao quan toan bo thiét bi day hoc, dd dung thi nghiém, phong chirc ning
(Tin hoc, Ngoai ngit, Ly - Hoa - Sinh...).

+ Lap s,é theo doi m}an/tré thiét bi day hoc cua gido vién; phéi hop chuin bj mau vat,
hoa chat cho cac buoi thuc hanh.

+ Phéi hop kiém ké, dé xuét thanh 1y thiét bj hong, hét han.




Nguyén Vin Qué

Nhan vién Bao vé

Nguyén Puc
Phong

Nhan vién Bao vé

- Phén cong ca truc (24/24h) dam bao an ninh, an toan trat ty, phong chéng chay nd
va bao v¢ tai san cua nha truong.

- Trong giit, quan 1y tai san, co s& vat chat trong trudng; md/khoa cong truong, cac
phong hoc/phong churc nang ding gio quy dinh.

+ Dam bao 01 d6ng chi truc tai cong truong, hudng dan khach dén cong tac, dang ky
s0 khach; khong cho nguo1 khong cd nhi€ém vu vao truong trong gio hoc.

+ Quan ly trat tu, nén nép khu vuc cong truong dau gio dén truong va gid tan hoc.
Tuan tra, ki€ém soat khu vuc ngoai 16p hoc trong cac buoi hoc.

+ Phéi hop véi luc lugng cong an xa Tan Minh xir 1y hoc sinh vi pham trong va ngoai
nha truong.

+ Chuan bi Loa dai, phong rap, ban ghé cac budi chao co, Hoi nghi, ngay L&

+ Kiém tra hé théng dién, ctra phong hoc dam bdo an toan cudi cac budi hoc.

+ Chiu trach nhiém va dén bu khi dé mat tai san.

D6 Van Xuan

Nhén vién trong xe
hoc sinh

- Quén 1y, van hanh khu vuc nha xe hoc sinh ngan nép, gon gang, khoa hoc theo ting
khoi/16p.

- Lép so6 nhan dién xe hoc‘ sinh; ddm bdo khong méat mat, hu hong xe cta hoc sinh,
mat xe cua hoc sinh phai dén bu theo thoa thuan.

- Huéng dan hoc sinh dat xe, dé xe dang noi quy dinh khi ra/vao nha xe.

- Thudng xuyén kiém tra cong tac phong chay chita chay tai khu vuc nha xe; giit gin
vé€ sinh sach s€ khu vuc gitr xe.

- Thu gom rac va db rac dung vi tri quy dinh

- Cit tia hé thong cy canh trong khuon vién truong

Tran Thi Ly

Nhan vién Phuc vu

- Quan 1y hé thong nudc sach trong nha trudng

- Tud1 nude cho cay canh hanh lang 16p hoc

- Phuc vu nuéc ubng cho phong Hoi dong, phong cho giao vién, phong Hi¢u truong,
phong Pho hiéu trudng, cho cac hoi nghi, ngay 1€.

- V¢ sinh cac phong lam viéc chung va phong lam vi¢c ctia lanh dao nha truong, khu
hanh lang, khu v¢ sinh cua can b0, gido vién, hoc sinh trong nha truong.
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